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Those sections not defined, refer to Human Resou

Dotes must be entered in MM/DDIYY format.

Reference Guide.

Enter changes in white section of Personnel Action Form (PAF).

For Name Change and other personal information, use Personal Data Farm (PDF)

Card Completion information .

_Job Reclassification, Al, C2, C3, -D
‘Demotmn\ Al, C2, -D, -E, -F -2 .Ca

Action Completion Card ~ Action Completion Card
Number - - Number

o] tnitial Employment, A1, B1, Cl, C2, C3, -D, -E, -F 07

0?2 Leave of Absence {LOA] With pay, Al, C1, C2, -F 08

03 Leave of Absence Without pay, Al, Cl, C2 09

04 Return from Leave of Absence, Al, C1, C2, -F 10

05 Separation, Al, C1, C2, -D 11

06 Promotion, Al, C2, C3, -D, -F, C4 12

Salaryllob Assignment Change/Dept. Trcmsfer Al C3,-D, -E,-F,C4
Company/Org. Transfer, A1, C1, €2, C3

Other Data Change {see HR Reference Guide}

Data Correction {see HR Reference Guide}

STATUS INFORMATION {SCREEN 003)

Status
A - Active
L - Leave of Absence without pay

T - Terminated
status.

Separation Reason

01 - Position Discontinved
02 - Layoff
04 - Completion of Contract

P - Leave of Absence with full or pcrnal pay

Status Effective Date

MM/ODIYY - Effective date of the employee’s
current employment status. The date is either
a leave begin date, separation date, or the
date the individual last returned to active

40 - Accepted New Job (Competitor]”
41 - Accepted New Job (Non- Compentor)
" 44 - Personal Reasons ~

Cont. Serv/Emp. Date .
MM/DDIYY - Date the employee began

. continvous employment.

LOA Retyrn Date ) e
MM/YY-MBhth Year the employee

Ais expected to return from leave of

. 06 - Reorganization/Surplus 45 - Quit Without Notice ' absence
Cl! 07 - Leave of Absence Expiration 46 - Relocation
‘21 - Termination - Other 47 - Returned to School
22 - Unsatisfactory Performance 48 - Dissatisfied w/Working Conditions
23 - Misconduct/Violation of Rules 50 - Organization Transfer
30 - Normal Retirement 62 - Other Medical
31 - Early Refirement 70 - Military =
80 - Death
Leave of Absence (I.OA) Reason Regﬁlqr/fe;nhorqry Full-fi:rvyé/.P;:;f-Time
02 - Military " 06 -Family Obligations 11 -'$TD insurance R - Regulor F- FullTime
03 - New Child Care .07 - Education . 12 - LTD Employee y T - Temporary P - PartTime
04 - Personal 08 - LayoffiWithPay 13 - LTD Insurance. Wt : LT
05 - Hiness 10 - STD Employee 14 : Layoff without pay
Type Benefit Code
E -"Exempt ‘Blank - Active Regilar Full Time - P . Adive Regular Full Time o
c2! N - Non-Exempt eligible for all Enron Benefits and P’ status eligible for Non-Qualified Plans only
X - Not-eligible for any Enron Benefits T - All Part-Time ‘and Temporaries el|g|b|e for’ Quahhed Plans’
E - Active” Regular FullTime . .. - = onlxnf requu‘ements met. ) o
© and “L” status eligible for Renrement Only .
3 Drug Test Indicator ’ o . . .
. N - Not covered by DOT regulahons) . A_ P . Pipeline covered employee - * ~ - 7T - Molor catrier covered employee (truck driver).
JOB ASSIGNMENT INFORMATION (SCREEN-004) . ‘ - TR . L
Rate Code Pay Cycle i ) Time Report ) Dept/Emp. Time Report
P - Pay Period Amount S1 - Semi Monthly P - Positive Time Reporting D - Department
H - Hourly W1 - Weekly E - Exception time reporting E - Employee
M1 - Monthly {Expatriates) . N - No Time Report
- M2 - Monthly {Special Renrees) (ESP Users)

. Bl - Bi-Weekly

Shift Indicator

F Blank - Non Shift
CT - EOC 12-Hour Shift

TH - EOC 10-Hour Shift .
GE - EOC_Rotaving‘B-Hour Shift

GO - EOC Offshore Shift
. GT - EOC ]Z—Hour Shif? v

LE - EOC Romhng 8- Hour Sh:H
LT - EOC 12-Hour Shift

DR - Incentive Truck Drivers -

. Jos

PERFORMANCE INFORMATION (SCREEN 009)
: jlndease Type
M - Merit V - Developmental O - Other . -
c4 P - Promotion S - Step Rate -H- - Hierarchical ‘Promotion

R - Rate Structure
* C - Cost of Living
D - Demotion

T - Temp. Upgrade
U - Return from Temp.
~Upgrade .

K - Salary Decrease
L - Return from Salary
‘Decrease .-

EC36936A0010086

B - Skill Block Verification

F - Failed Reverification
_« Lump Merit

Q Lump Promotion

-~ J - Lump Hierarchicol Promotion

EXH024-00307

ECML000656343



- INSTRUCTIONS: WHE{ .\)TERING : = : Bl
ENRON THE CONTENTS OF THv.“ORM,
CORP | rrINT THE NEW INFORMATION IN
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APPROPRIATE DATA FIELD. SEE BACK .
% FOR ADDITIONAL INFORMATION.
; ENT T E NNEL SNS -
Personnel [ 1 e e, acon pare
Action Form . - N
: AlfAcnions -~ - :ACT!(')N E}F. DAIE?'-,;7
,_ 7
cA Tk

STATUS INFORMATION “SCREEN 003}

e
# R

B PERFORMANCE INFORMATION [SCRE

TORY INFORMATION . <

APPROVEDBY - - *

APPROVED BY

APPROVED BY

: jfrac?zo BY

APPROVED lnY

DATE = APPliOV‘EDB.Y 6ATE APPR I!

USIGN, x 77251168
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Dates mustbe entered.in- MMIDD/YY format. ..
.Enter changes in"white séctiof’ of. Personnel: Act
For Name Chonge and olher personal info

N N lnmu' Employment Al 81 Cl C2, C3 -D, -E, -F

L 02 ..Leave of Absence (LOA) With. pay, Al, C1, C2 F ’
B ¢ Jc JRY Leave. of.Absence Without-pay,-Al, C1,.C2 i i
wve of Absence A_] ,»1 C2 -F

: ‘TJemonon, Al cz D, -E, -F 2504
- Salaryllob: Assug‘nment ChungelDept.:‘
} . Company/Qrg‘Trqn erLAh cirgarics!
© 1. - Other Data Changé’(s&é"H

12 > Data Correction (see HR ‘Refer

:egdn

YT,

- F - Termmat’ed 1 .

[ status;,

“/01 7 Pasition Discontinved
"02 - Layoff

oo O Catiipletion of Contraet
.06 - ReorgamzahonlSurplus

cep

Accepted New Job {Noa- Compehtorj

41 Pefsénal"Reason‘s”"“'“
ith .

hat 21“ ’Termnhdnoﬁ = Otfier
22 - Unscnsfadory Performonce

11 - STD Insurance. _
12 . LTD Employee ‘- 7y T.- Tempordry

“06 - Family’ Obhgauons
,07 Education- -
‘0 i

P.- Aduve'Regurcr FullTime"

Active erglﬁo
and “P" status eligible for Non- Ouohﬁed Plans only
. o iblecfo ifi

, N Non-Exempt§ ; "eligible for al Enron Betnefns :
e - X Noheftgsble quny-En?bn Benefﬂs~~~~"—~"-«~-

: Drug Test Indlcutor i
3N - Not t govered by DOT regulahons,}\

ENNNFORMATION (SCREEN 904‘ )

& cove;

‘LE"- EOC Rotating 8- Hour
o . EOC ]2 Hour Shlﬂ

GO - EOC Offshore Shift
GT - EOC 12-Hour Shift -

E036936A0010088

Inc:ease Type
M - Merit R & Q‘e.vglopmemol
P - Promotion ~F vt igeY S1ep Rafe »=4
. R_- Rate Structu
= CrCast'of Living

D - Demotion

- —— ,/--—\ T ECHLON0GS6as 1

2 Sk H quck Venhcohon
"-’ Failsd R «cohon
- = Lump_Merit;
T "'Q 1u51%Promohon _
3 wrrabae Lump‘Hlemrchxcol Promohoﬁ?‘ e

Aﬁrﬂ,’hq o

Promoh

EXH024-00309



ENRON

Personnel
Action Form

INSTRUCTIONS: WHE‘ TERING

commwo«mmuﬂow NI&M

. COMPANYIORGANIZATION 10 NO.. -
T0-01L

THE CONTENTS OF THia FORM,
PRINT THE NEW INFORMATION IN
THE UNSHADED AREA BELOW THE

CORP

EMPLQYEE NAME

: ‘:S:(ILLING’JEFFREY K.

APPROPRIATE DATA FIELD. SEE BACK
FOR ADDITIONAL INFORMATION.

ENTER UP TO THREE PERSONNEL ACTIONS
< AND THE PERSONNEL ACTION DATE

) DEPARTMENY NAMEIADDRESS

ECT CHATRMAN a cea
€8 3318 o
HOUSTON.

Al ACTION EFF, DATE

ACTIONS

10106 | Ci

ollo1| 9l

CARD COMPLETION INFORMATION ON BACK)

81

PREFIX i
MR o

00 304 ooo

LOA REASORE:

FULUPARTTIME

JOB ASS!GNMENT INFORMATION (SCREEN 004)

ba/_t;oo oo _

JNEINUMBER
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Those sections not defined, refer to Human Resou-

Dates must be entered in MM/DD/YY format. -

Enter changes in white section of Personnel Action Form (PAF).

Reference Guide.

For Name Change and other personal information, use Personal Data Form (PDF).

Card Completion information

Action Completion Card

Number
01 Initial Employment, Al, B1, CI, C2, C3, -D, -E, -F
02 Leave of Absence (LOA) With pay, Al, Cl, C2, -F
03 Leave of Absence Without pay, Al, C1, C2
04 Return from Leave of Absence, A1, C1, C2, -F
05 Separation, Al, Ci, C2, -D
06 Promotion, Al, C2, C3, -D, -F C4

Action Completion Card
Number :
o7 Job Redlassification, Al, C2, C3, -D

08
Q9
10
1
12

TRemotion,, Al L2, -D, :E, -2, C4

“SalaryHlob Assugnment Change/Dept. Transfer, AlLC3, D, -E -F, Ca
Company/Org Transfer, Al, C1, C2,.C3

Other Data Qﬁe {see HR Reference Guide)

Data Correcfion fsee HR Reference Guide)

STATUS INFORMATION (SCREEN 003)

Status
A - Active

T - Terminated
status.

Separation Reason

02 - Layoff

31 - Early Retirement

02 - Military
03 - New Child Care
04 - Personal

01 - Position Discontinuved

L - Leave of Absence without pay
P - leave of Absence with full or partial pay

04 - Completion of Contract

06 - Reorganization/Surplus

Q 07 - Leave of Absence Expiration .
21 - Termination - Other .

22 - Unsatisfactory Performance

23 - Misconduct/Violation of Rules

30 - Normal Retirement

Leave of Absence {LOA) Reason

- 06 - Family Obligations
‘07 - Education
08 - Layoff With Pay

Status Effective Date

MM/DDIYY - Effective date of the employee’s
current employment status. The date is either
a leave begin date, separation date, or the
date the individual last returned to adtive’

40 -~ Accepted New Job {Competitor)
41 - Accepted New Job {Non-Competitor)
44 - Personal Reasons

Cont. Serv/Emp. Date

MM/DDIYY - Date the employee began
continuous employment..

LOA Return Date -
MM/YY-MShth/Year the employee

is expected o return from leave of

45 - Quit Without Naotice ubsence

46 - Relocation

47 - Returned to Schaol R

48 . Dissatisfied w/Working Condmons

50 - Organization Transfer .

62 - Other Medical

70 - Mlhtary

80 - Death

Regular/Temporary Full-Time/Part-Time

11~ STD lnsvrance R -'Regular F - FullTime’
12 - LTD Employee T - Temporary P - PartTime

13 - LTD Insurance

c21 N - Non-Exempt

eligible for all Enron Benefits
X - Not eligible for any Enron Benefits

E - Active Regular Full-Time

05 - illness 10 - STD Employee 14 - Layoff without pay
Type Benefit Code
E . Exempt Blank - Active Regular Full-Time P - Active Regular Full-Time

and ‘P’ status eligible for Non- Quohhed Plans only
T - All Part-Time and Temporaries elngqble for Qucllhed Plans

only'if requnrements met. . .

and ‘I’ status eligible for Retirement Only

c3 Drug Test Indicator

N - Not covered by DOT regulmvions

P - Pipeline covered.employee

JOB ASSIGNMENT INFORMATION (SCREEN 004)

T- Motonﬁ_:corrier_._cove;a ;_mployee Ll;yﬂc,k;driver)-

Rate Code
P - Pay Period Amount
H - Hourly

Pay Cycle -

S1 - Semi Monthly

W1 - Weekly

Time Report

M1 - Monthly (Expatriates)
M2 - Monthly {Special Retirees)
B1 - BiWeekly

P - Positive Time Reporting -
E - Exception time reporting

Dept/Emp. Time Report
D - Department

E - Employee
N -'No Time Report

{ESP Users)

N Sh‘if' Indicator
£ Blank - Non Shift

CT - EOC 12-Hour Shift

TH - EOC 10-Hour Shift
GE - EOC Rotating 8-Hour Shift

JOB PERFORMANCE I_NFORMATI_ON (SCREEN 009)

Increase Type

M - Merit

P - Promotion

R - Rate Structure
C - Cost of Living

D - Demaotion

4

V - Developmental

S - Step Rate

T - Temp. Upgrade

U - Return from Temp.
_Upgrade

O - Other . .

H - Hierarchical Promotion

K - Salary Decrease |

L - Return from Salory
‘Decrease

GO - EQC Offshore Shift
GT - EOC 12-Hour Shift

EC36936A0010090

LE - EOC Rotating 8-Hour Shift
IT - EOC 12-Hour Shift
“ 7 DR - Incentive Truck Drivers

B - Skill Block Verification
F - Failed Reverification
- Lump Merit
Q Lump Promotion’
J. - Lump Hierarchical Promation

EXHO024-00311

ECML000656347



INSTRUCTIONS: WH
ENR\‘N THE CONTENTS OF TEF\h ORM,
RN <\ ) Rp PRINT THE NEW INFORMATION IN
B2 THE UNSHADED AREA BELOW THE
= - APPROPRIATE DATA FIELD. SEE BACK
FOR ADDITIONAL INFORMATION.

ENTER UP-TO THREE PERSQNNE[ ACI'IONS
Personnel L AND THE PERSONNEL ACI'ION DATE
Achon Form

Al ACTIONS

In.]00 °_~

JAGTION €F _DATE_v

APPROVED 8Y

APPﬂOVED IY . DATE - APPROVED IV

EC36936A0010091

999-32 (il/??) White & Canary Copnes‘to Humon Resourt;es
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Those edlons n d refer to Human Resov &eferev_\Eé Guide."

Dotes must: be entered in- MM/DD/YY formcn

Cord Compleﬂon mformcnon ".:_f S

: Adlon Complenon Card .
Number

01 lnitial Employment A] 81,Cl, C2, C3,-D, -E, -F
i 102 - leave of Absence {LOA] Wlih pay, Al, Cl, 2, F
...... :.03..—..Ledve of. Absence. Without-pay, Al, C1, CZ .. ...
elurn from Lecve of Absen;e, Al, Cl C2 -Foo

e . o B
romotlon Al C2 C3 D -F, C4 . 12+ Data Correcf'on
i )

S_TATUS leORMATIONJSCREEN 003)

?'« MRV

; Sfufus.'Effechve Da e

MMIDDIYY - Effectivé dcne of the employee s
_.current employmeqt statusi.. .d ithes
a leave be ar

nnhnunu

Job (Compemor) -

0 v-‘Posmon Dlsco ntinued S : 3
02'- Layoff - B 41 - Accepted New Job (Noa- Compemor)
e "’0&"”Comp‘lehorrof Cotitferct~ e g g Pasonal RedseRg T . e qf'e ¢ (émm‘"o vl -
ot 06.- ReorgumzahonlSurplus : Quit Without N TRGS s hieaL k]

?C-] © 07 - Leave of Absente’ Exparotlon' i
: © 21 - Termination - Other -
22 - Unsatisfactory. Performance

. 47 :Retorne'd :
. 48 - Dlssanshed w/Worf(mg Condmons Y
ation.Jransfer

70 - Mllltary
80 - Deuth

STD Insérance
12,- 17D Employee

: ‘02 Military

: 06 Family Obhgchons
03 - New Chnld Care : :

"07.- Education *
8 = Laysff With: Pay
10 STD Employee :

“Regular Full Tim “p L Adive Regul oltTite y
i eligible for all' Enron Benefits - : and P’ ‘status eligible f for Non- Quclthed Plons only{.
-Not -eligible for-any- Enron -Benefits -~ -~ e Tii - igj {

. Regulor FullTi
: ’L“ stotus ellglble

: Drug Tost Indicator i i
i «N:=Not covered by DOT. regulcmons iam e oo

JOB ASSIGNMENT%NFORMAT!ON GREEN-004)

| “Reite’ Code . ] ~PRay Cycle 7.
; 2Pz Pays Perlod Amounl KT _S1" - Semi Monthly - Positive Time; Reponmg
H -H urly I WT “Weekly. - - Excephon time rep

"M Month!y ‘(Expairuates)
: M2 -‘Manthly- (Specnol Reurees)
i Bl - Bt-Weekly L .

-F Blank - Non Shift TH - EOC lO-Hour Shtff GO EOC Offshore Shlft LE - EOC Rowhng 8-Hour ShnF{ ;
) CT - EOC 12 Hour Shlft GE EOC Rotatmg 8- Hour thﬁ GT EOC 12 Hour Shift - IT. - EOC 12-Hour Shift

T --MIJR b rncenTve Truck"Drxvers

JOB PERFORMANCE INFORMATION (SCREEN 009)

3

“Incréase 'f)'lpé ’

M - Merit = Skil Block Venﬂcohon L

.<<

Developmental

P - Promotion ©§I'Sidp Rate - TR Hlerorchlcal P'r'é}ridnon\l \{F 5 Fdifdd" ReVerification
C{ R.-Rate Structure. | Jemp. Upgrad K - Solacy. Decrease. ... ... zoneee Nz bump Merit
TEFTIC T Cost of iving T 'U Return from Tem "'l. ~Returnfrom Sofbry ’ Q - Tump:Promotion

D - Demotion vy B e wDécreasd firo it isi% s Casivsseket Lumpablier@rehical Promofi

T~ ECMLOODSGMY

EXH024-00313



ENR\\N
CORP

INSTRUCTIONS w‘"

\LTERING
THE CONTENTS & 5.’ FORM,
PRINT THE NEW INFORMATION IN
THE UNSHADED AREA BELOW THE
APPROPRIATE DATA FIELD. SEE BACK
FOR ADDITIONAL INFORMATION.

Personnel
| Achon Form

AlfACTIONS:

ENTER UP TO THREE PERSONNEL ACTIONS’
AND THE PERSONNEL ACTION DATE

" [ACTION:EFF, DATE -

APPROVED 8Y

Armwsn 8Y /

APFROVED 87

.l 1 - .
APPROVED 8Y : LN .. DATE APPROYED BY DAIE. APPROVED lV -DATE . - APPROVED!Y
RETURN TQ YOUR HUMAN RESOURCES DEPARTMENT, P. O. BOX 1188, HOUSTON !X 77251-1188
993201931 EC36936A0010093

Disfribuﬁon: S_t-zpervisdr, Retain Pink (Lost) Copy.'F&rward White & Canary Cop"fés 'to"Humcm Resources |
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Those sections not defined, refer to Human Resourc  “eference Guide.

Dates must be entered in MM/DD/YY format.

Enter changes in white section of Personnel Action Form {PAF).

For Name Change and other personal information, use Personal Data Form {PDF).

Card Completion information

Action Completion Card Action Completion Card

Number ] Number
0l Initia! Employment, Al, 81, C1, C2, C3, -D, -E, -F ~ 07 Job Reclassification, Al, C2, C3, .D
02 Leave of Absence {LOA) With pay, Al, Cl, C2, -F 08 Demotion, Al, C2, -D, -E, -F, -2, C4

" 03 Leave of Absence Without pay, Al, Cl, C2 09 Salaryflob Assignment Change/Dept. Transfer, Al,C3, -D, -E, -F, C4

04 Return from Leave of Absence, Al, C1, C2, -F 10 Company/Org Transfer, A1, C1, C2, C3
05 Separation, Al, C1, C2, -D n Other Data Change {see HR Reference Guide)
06 Promotion, Al, C2, C3, -D, -F, C4 12 Data Correction (see HR Reference Guide)

STATUS INFORMATION (SCREEN 003}

Status Status Effective Date Cont. Ser‘v/Em;S. Date

A - Active
L - Leave of Absence without pay
P - Leave of Absence with full or partial pay
T - Terminated
status.

Separation Reason

01 - Position Discontinued
02 - Layoff

MM/DD/YY - Effective date of the employee’s
current employment status. The date is either
a leave begin date, separation date, or the
date the individual last returned to active

40 - Accepted New Job {Competitor)
41 - Accepted New Job {Non-Competitor)

MM/DDIYY - Date the employee began
continuous employment.

LOA Retyrn Date
MMIYY-M3Rth/Yaar the employee

04 - Completion of Contract 44 . Personal Reasons is expected to return from Ieave of

06 - Reorganization/Surplus 45 . Quit Without Notice absence
a 07 - Leave of Absence Expiration 46 - Relocation’
21 - Termination - Other 47 - Returned to School
22 - Unsatisfoctory Performance 48 - Dissatisfied w/Working Conditions
23 - Misconduct/Violation of Rules 50 - Organization Transfer
30 - Normal Retirement 62 - Other. Medical
31 - Early Retirement 70 - Military
80 - Death
Leave of Absence (LOA) Reason ) Regular/Temporary Full-Time/Part-Time
02 - Military . T06 - Fcrmly Obligations 11 - STD Insurance R - Regular F - FullTime
03 - New Child Care 07 - Education 12 - LTD Employee ‘T - Temporary P - PartTime

04 - Personal 08 - Layoff With Pay 13 - 7D Insurance

05 - lilness 10 - STD Employee 14 - Layoff without pay
Type Benefit Code’
E - Exempt Blank - Active Regular FullTime P - Active Regular Full-Time

and ‘P’ status eligible for Non-Qualified Plans only
T - All PartTime and Temporaries ehguble for Quchhed Plans

only if requirements met.

eligible for all Enron Benefits
X -.Not eligible for any Enron Benefits
E - Active Regular Full-Time
"% and L’ status eligible for Retirement Only

c2! N - Non-Exempt

Drug Test Indicator i o T ) . —
N - Not covered by DOT regulunons P - Pipeline covered employee - T - Motor carrier covered employee {truck driver)

JOB ASSIGNMENT INFORMATION (SCREEN 004) . o - IR
Dept/Emp. Time Report

=)

Rate Code Pay Cycle Time Report

P - Pay Period Amount 51 - Semi Monthly P - Positive Time Reporting D - Deportment -

H - Hourly W1 - Weekly ) E - Exception time reporting E - Employee
M1 - Monthly (Expatriates) e : N - No Time Report
M2 - Monthly {Special Retirees) {ESP Users)

B1 - Bi-Weekly

Shift Indicator

-F Blank - Non Shift
CT - EOC 12-Hour Shift

LE - EOC Rotating 8-Hour Shift..
T - EOC 12-Hour Shift
DR - Incentive Truck Drivers

GO - EOC Offshore Shift
GT - EQC 12-Hour Shift

TH - EOC 10-Hour Shift
GE - EOC Rotating 8-Hour Shift

0363364919 y

JO8 PERFORMANCE INFORMATION (SCREEN 009)

Increase Type . - /!
M - Merit O - Other 8 - Skill Block Verification

V - Developmental \
P - Promotion H - Hierarchical Prometion F - Foiled Reverification

S - Step Rate

c4 R - Rate Structure T - Temp. Upgrade K - Salary Decrease o N - Lump Merit. L
C - Cost of Living U -.Return from Temp. L - Return from Salary . Q - Lump Promotion i
D - Demaotion Upgrade Decrease 1 - Lump Hierarchical Promotion /

- | : ECML000656351

EXH024-00315



ENRON
"CORP

INSTRUCTIONS: WH )}
THE CONTENTS OF vd FORM,
PRINT THE NEW INFORMATION IN
THE UNSHADED AREA BELOW THE
APPROPRIATE DATA FIELD. SEE BACK
FOR ADDITIONAL INFORMATION.

Personnel .
Action Form

T PN 38

AVACTIONS . © .JACTION EFf. DATE

AND THE PERSONNEL ACTION DATE ~

ENTER UP TO THREE PERSONNEL ACTIONS.

S PO

CA

ION; ON BACK]

2 v d 4«
y -;_hﬁ( lolaa' ~lnq$

ORMATION

T

A
¥

APPROVED 8Y

APPROVED BY

7 [APPROVEDAY

APPROVED 87 _

T [APPROVED BY -

GUR HUMARN RESOURCES DEPARTMENT, P. O. BOX 1188, HOUSTON, TX 772511188 - -

- 999:32 (1193

.

EXH024-00316

———— ECML000656352 —



Those sections not defined, refer to Human Resourc
Dates must be entered in MM/DDIYY format.

Enter changes in white section of Personnel Action Form (PAF).

“ference Guide.

For Name Change and other personal nnformmlon use Personal Data Form {PDF).

Card Completion mformonon

Action Completion Card
Number
[0]] tnitial Employment, Al, B1, C1, C2, C3, -D, -E, -F
02 Leave of Absence (LOA} With pay, Al, Cl, C2, -F
- 03 Leave of Absence Without pay, Al, Cl, C2
04 Return from Leave of Absence, Al, C1, C2, -F
05 Separation, Al; C1, C2, -D '
06 Promotion, Al, C2, C3, -D, -F, C4

Action Completion Card
Number :
07 Job Reclassification, Al, C2, C3, -D
- 08 Demotion, Al, C2, -D, -E, -f, -2, C4
09 Salaryllob Assngnment Chonge/Depl Transfer, A1,C3, D, -E, -F, C4
10 Company/Org Transfer; Al, C1,-C2, C3
1 Other Data Change (see HR Reference Guide)
12 Data Correction (see HR Reference Guide}

STATUS INFORMATION (SCREEN 003)

Status
A - Active
L - Leave of Absence without pay
P - Leave of Absence with full or particl pay
T - Terminated .
status.

Separation Reason

01 - Position Discontinued
02 . Layoff
04 - Completion of Contract

Status Effective Date
MM/DD/YY - Effective date of the employee's

current employment status. The date is either

a leave begin date, separation date, or the
date the individual last returned to active

40 - Accepted New Job (Competitor)
41 - Accepted New Job (Non-Competitor}
44 - Personal Reasons

Cénl:. Ser\)/;Enip. bate
MM/DDIYY - Date the employee began
continuous employment.

LOA Return Date -
MM/YY-M&Rh/Year the employee

is expected to return from teave: of

) 06 - Reorganization/Surplus 45 - Quit Without Notice L ubsence '
a 07 - Leave of Absence Expiration 46 - Relocation’ -

21 - Termination - Other 47 - Returned to School )

22 - Unsatisfactory Performance 48 - Dissafisfied w/Working Conditions

23 - Misconduct/Violation of Rules 50 - Orgonization Transfer . .

30 - Normal Retiremeént 62 - Other Medical’ i K

31 - Early Retirement 70 - Military

: 80 - Death

Leave of Absence (LOA) Reason Regulcr/Tein_p:ojro;y‘ " Foll-Time/Part-Time

02 - Military 06 - Family Obligations 11 - STD lasurance R --Regular o ~ F - FullTime

03 - New Child Core 07 - Education 12 - (TD Employee T - Temporary -P - PartTime,

04 - Personal : 08 - Layoff With Pay 13- LD lnsurance - o T

05 - fliness 10 - STD Employee 14 - Layoff without pay

Type Benefit Code

E - Exempt Blank - Active Regular Full-Time P - Active Regular FullTime
c2! N . Non-Exempt eligible for all Enron Benefits and P’/ status eligible for Nan- Qualuhed P(ans on(y

. X - Not eligible for any Earon Benefits T - All. PartTime and Temporarxes ellgable for Quchﬁed Plans
E - Active Regular Full-Time only if requ:remen\‘s [ - -
and “L'’ status eligible for Retirement Only
3 Drug Test Indicator ) : : : _ _ o
. N - Not covered by DOT regulations . P - Pipeline covered employee T - Motor carrier covered emplayee {truck driver) -

JOB ASSIGNMENT INFORMATION (SCREEN 004) Lo o

Raté Code i Pay Cycle Time Report ] _DeptlEmp. T|me Report

P - Pay Period Amount "S1 - Semi Monthly P - Positive Time Reporhng i D - Department

H - Hourly W1 - Weekly E - Exception time reporting E - Employee -

. M1 - Monthly (Expatriates) N : No Time Report
{ESP Users}

"M2 - Monthly {Special Retirees)

Shift Indicator

- " Blank - Non Shift
CT - EOC 12-Hour Shift

TH - EOC 10-Hour Shift
GE - EQC Rotating 8-Hour. Shift

- B1 - Bi-Weekly

GO - EOC Offshore Shift
GT - EOC 12-Hour Shift

LE - EOC Rotating 8-Hour Shift"
LT - EOC 12-Hour-Shift o
DR - Incentive Truck Drivers - . -

EC36936A0010096

JOB PERFORMANCE INFORMATION {SCREEN 009)
Increase Type
M - Merit V - Developmental O - Other
c4 P . Promotion S - Step Rate H - Hierarchical Promotion

R - Rate Structure
C - Cost of Living
D - Demotion

T - Temp. Upgrade
U - Return from Temp.
Upgrade

K - Salary Decrease
L - Return from Salary
Decrease .

B . Skill Block Verification
F - Failed Reverification
N - Lump Merit

Q - Lump Promotion

) -.Lump, Hierarchical Promotion

EXH024-00317

'ECML000656353



Tost “FANSTRUCHONS: ¥
ENRON. | 7HE CONTENTS OF ThisFORM,

- CORP* [ pRINT THE NEWINFORMATION 1N
THE UNSHADED AREA BELOW THE
APPROPRIATE DATA FIELD. SEE BACK
FOR ADDITIONAL INFORMATION,

| ENTER UP TO' THREE PERSORINELACTIONST?
AND THE PERSONNEL ACTION DATE-

Personnel
1Action Form

o

{15

- JOB HI

APPROVED &Y.

4

APPROVED BY

APPROVED BY.. - _v ) < DATE APPROVED BY

DAE [ APPROVEDBT

RETURN TO YOUR HUMAN, RESQU DEPARTMENT, P. 0. BOX' GjsToN; TX 77251188 -

TR ommeron oot ko EC36936A0010097

e EOHLONGS5 —

EXH024-00318



1 cemm ¢ v om A e e = o L A L e s e ey e o A e s o e

Those sedians not definad, refer to Human Resourt ,leferen&ébuicle o
Dofes must be entered in MM/DDIYY format.

Enter changes in white section of Personnet Adxon Form (PAF)

For Name.Change and other personcl mformohon .use. Personol Data Form (PDF)
chrd Completion information '

:Acflon Completion Card - -Action |
‘Number . Number
0i initial Employment, A1, B1, C1, C2, C3, -D, -E, -F B N o) 4
02 Leave of Absence (LOA} With pay, Al, Cl, C2, -F .08
.03 . ...Leave of Absence Without pay, Al, CI,.C2 .. — .09
04 Return from Leave of Absence, Al, C1, C2, -F do_ .
05 :Separation; A1, €1, C2, D i
Q6 Promotion, Al, C2, C3, -D, -F, C4 12

STATllS INFORMATION (SCREEN 003)

" Job Redlassification, A1, €2, C3, 0.
* Démation, AL, C2, -D, -E, -F -2, C4 o i
-Salaryllob AssngnmenLChangelDepL Transfer, Al C3 E 4

Completion: Curd

ERENI

VAR

Company/Org Transfer! Al; CYiG2,7C3
Other Data Change’ (see HR Reference Guxde)
Data Correction {see HR.Reference Guide}. + -

i Sfutus ’ Siofus Effechve Date

A - Adtive

L - Leave of Absence withaut pay. .. ...

P - téavé ofAbserice with full or pamol poy
_T.- Terminated ; e

i status.

.‘_x!

" Separdtion Redsan

01 --Position Discontinued

02 - Layoff

04+ Completion of Contract
.Q6.- Reorganization/Sutplus ... ..

“—44-~Personat Reasoirs —

a leave begin'déte,’ ‘separation date, or fhe "
date thevindividual:last returned to active HE

40 - Accepted Newi Job {Competitor}
A1 - Accepted New! Job {Non-Competitor}

Conh Serv/Emp Dufe' _- ; :
MMIDD/YY Date the employee begon

. conhm{ous emplo

MM/DDIYY . Effectiva date of the employee o
. _.cutrent. employment status. Thedate is enher —

LOA Rety 5\ Date e
MM/YY-MGith/Year the employee

EVeR NGB Ok Rk i

‘Cl1 07 - Leave of Absence Expirdtion K : '
21 -.Termination - Other: 47, - Retirned ¥5: School . L
22 - Unsatisfactory Performance . 48 Dissatisfied wWorking Condifions
.. |- -.23,- Miscondugt/Yiolation. of. Rules Y m i - Qrgarization Transfer S
1730 - Normal Retirément ’ o * . UG
{ 3. Eurly Retirement ’ 70 - Military L. .
. 80 - Death
% <o ey e s e B
(B Leuvo of Absence (LOA) Reuson pe T Regiilar/Temporary” | Full-Time/Part
i 02 - Mllnory L 06 = Fomtly ‘Obligations . = M STD-Insurance R -Regvtar -~ - =~ - F “Pull'ﬁme ' l wod
: 03 - New Child Core 07 Education | 12 D Employee T - Temporaty i
" 043 Parsonal : | 08 - Layolf WithPay. SRR lnsgrgmee . oo Ty T T i
o 05 lllness lO STD Employee o l4 - Layoff without pay :
: Type Benefit Code {
{14 LF - Exempt- ~+ - Blank - Adtive‘Regular FullFime: « ¢ = = - 2« P . Active Regular FullTime ~ = — — wstm s Ll dwy
2] N - Non-Exempt ! eligible for all Enron Bepefits and P* status eligible for Non-Qualified Plans only
S - Ti

¥%-Not eligible for-any Enron Benefits:
E - Acflve Regu_lcu Full-Time.
and-' 1" datus elnguble for Rehremenf Only

ries lgnbleioF—Quel«F o. Pl
4 )»’iAM}lO

f i [ N

t -} = Drug Test Indicator
i 1N - Not covered by DOT reg_ulanonsﬁ_

__.P - Pipeline .cpye_ﬂ?éme.mplexeé o

JOB- ASSIGNMENFINFORMATION fSCREEN 004)',_ e S PRED ;

) ‘Rate Code : _Pay Cycle. .. : Time: Repon P o Dep’IEmp Time_ Report
: P - Pay Period Amount 7S1 T Semi Monthly . P_- Positive Time Reporhng D - Department ; :,
i "H - Houly “WT = Weekly E - Exception time Tepdrting ™ “E” -~ Employee P

.- - » . . - . ML - Monthly (Expatnates) :
: : M2 - Monl}vly {Special Renrees)“ .-
Bl - B|~Weekly

- ~N -nNo Time Régort : .
-+ {liquids Commlsslbn Dnvgrs)

-.V_l,_ s

TH - GPG 10-Hour Shift
GE - GPG Rotating 8-Hour Shift

| Shift indicator _
+ g | Blank - Non Shift
: CT - Cogen 12-Hour Shift

‘GO - GPG Offshore Shift
GT - GPG 12-Hour Shift

. LE l.|qU|ds Rolulmg 8-Hour Shift:
LT - liquids 12-Hour Shift
PR+ tiquids-Commission Privers _',

JOB PERFORMANCE INFORMATION (SCREEN 009)

sty

~ lIncrease Type
M - Merit
P - Promotion
. .R..- Rate Structure,
"€ -"Cost of Living™ "~
D . Demotion

V- Developmenml .
‘S - Stép Rate #'7
LI Temp Upgra

“U - Return fro 'I?:mp'
: Upgrade ST

C4

< Rsiorn From Salary

. Decrease

:<‘\"‘."«3,~§ .

EXH024-00319



“INSTRUCTIONS: WHEN }ERING
ENR\‘N THE CONTENTS OF THIS FORM,

- “CAMRIP. [ PRINT THE NEW INFORMATION IN-
HE UNSHADED AREA BELOW THE.
: | "APPROPRIATE DATA FIELD. SEE BACK
: ' FOR ADDITIONAL INFORMATION.

ENTER UP T0 THREE PERSONNE ACTIQN
Personne' o AND THE PERSONNEL ACTION DATE

Achon Form _ . -
S -'AC"ON EFF: DATE

'_-RERFQRM‘,ANCE INFORM ngnf_(gg; EEN D

P O BOX 1188 HOUSTON TX 77251-]188

© 99932 (3},

EXH024-00320



Those ’sécfi'olr'\élﬁb'i .d'efiné&:f-n:é?er. to Himan Resou Reference Guide. . RN e
Dates must be entered in MM/DD/YY format.. . R .. o e

Enter changes in white section, of Personnel Action_Form (PAF). A s
For Name Change and other personal |nformanon use Personcl Data Form. (PDF)

Card Completion information

; Action

Completion Card

Action Completion Card’

Number Number .
01 Initial Employment, Al, 81, C1, C2, C3, -D, -E, -F .077  Job Reclassification, A1, C2, C3,.D
02 - leave of Absence (LOA) With pay, Al, C1, C2, -F. 08 Demotion, Al C2, -D, -E, -F, -2, C4
-.03.... .. Leave of Absence Withqut pay, A1, Cl, C2 . 09... Sdlaryllob.Assignment Change/Dept.. Transfer ALC3,-D, E -F,C4
04 Return from Leave of Absence, Al, Cl, C2, -F i0 Company/Org Transfer, Al;°Cl,-C2,C3'~
T 05 .7 Separation: Al CI,C2,.0 117 Other Data Change (see HR Reference Gunde)
06..  Promotion, Al, C2, C3, -D, -F, C4. 12 Data Correction (see HR: Reference’ Guide) *

STATUS INFORMATION (SCREEN 003)

Stufus ‘ : S!ofus Effechve Daie . Cont . Servkrﬁp Date .
: A - Active MM/DDIYY - Effective date of the employee s MM/DDIYY - Date the employee began
L - Leave of Absence without pay ... current gmployment status. The date is either conti ous, employmem
P iiLeave oFAbsence with’ Full or pcmal puy =" g leave beginidate; separation:date, orthe - ; :
.T .- Terminated date the mdmduul last returned to active
status. ‘ :
Separation Reason ,
" Q1 -Pasition Discontinved 40 - Accépted New Job {Competitor) LOA Retujn Date L
02 - Layoff 41 - Accepted New job [Non- Compeutor) MMIYY-M3Rth/Y5ar the employee :
04 - Completion-of Contract - - - Personal-Reasons-- is expected to re'urn from Ieave of‘f_ st
] 06- Reorgamzohon/Surplus R _ Quit Without Notice ,cbsence »
Cl[" 07 - leave of Absence Expiration * #7461  Reldcation- ¢ -
i 21 - Termination-- Other - 47 - Retirned to School
22 - Unsatisfactory Performance ; 48 - Dissatisfied w/Working Condmons
23 - Misconduct/Violation of Rules ST T 1¢ Orgumzuhon Trqnsfer : ]
~ 30 = Normal Retiremeiit S #1462 .~ Other, Medlcal K
31 - Early Refirement © 70 - Military *
80 - Death
‘Leave of Absernce (LOA) Reason ’ ‘REg‘l;l'gr_iTém;;érur”y. - i Eui.I'-Tiﬁe/:P;r Tic
02 - Mthtcry S " 06 - Family Obligations 1 - STD lnsurance R - Regular F - FullTime
03 - New Child Care 07 - Education 12 - LTD Employee T - Temporary P - PartTime
04 _-Personal T - 08 - Layoff With-Pay. . ~13 # D Insurance - | o o vt
05 - Hiness: “ 10 - STD Employee 14 - Layoff ‘withoit pcy §
Type - Benefit’ Code - B R
. E - Exempt Blank - Achve Regulcr Full-Time ~ P - Adive Regulur Full Time : o
‘c2| N - Non-Exempt “eligible for all‘Enron Benefits and “’P"’ status eligible for Non- Quahfled Plans only o
A R X.-.Not eligible for. any. Enron Benefits -... - - -~ T- All PartTime and Temporaries. ehglble or- Qu. !
- E.- Active Regular Full-Ti L ) only uf requir ments met.
i “and 1" status eligible Réﬁre’m’g’nt Only: o :
';C3 Drug Test lidicator ! CT T . I
" 4N - Not cgvered by DOT regulanons . P P:pehne covered employee o T- Motor carrier covered employee {truck ¢
Jjos ASS!GNMENT INFORMATION (SCREEN 004) e R R R N ,., : e
Rate Code | .. Pay Cycle Tlme Report i Dept/Emp.. Time Report !
P - Pay Period Amount S1 - Semi Momhly P - Positive Time Reporhng . D' - Department : ‘
‘H- Hourly "W - "Weekly " E - Exception time reporting E - Employee
M1 .- Monthly {Expatriates) : : o N* No Time Report -
M2 - Monthly. {Special Retirees) “(ESP-Users)
) Bl - Bi-Weekly : . :
| Shift Indicator . T e .. L e e e
| Blank - Non Shift " TH - EOC 10-Hour Shift GO - EOC Offshore Shift LE - EOC Rotating 8:Hour Shift’
; CT - EOC 12-Hour Shift ‘GE - EOC Rotating 8-Hour Shift GT - EOC 12-Hour Shift T - EOC 12-Hour Shift . -
- Coomortrm - o Lon 7 U DR DR - Incentive Truck Drivers’: ' ¥
JOB PERFORMANCE INFORMATION {SCREEN 009) Ec35936A0010100
Increase Type - L e —~
M - Merit V - Developmental O - Other . B . Skill Block Verification
C4 P - Promotion S -'SteptRate -7 i “ H V"Hierarchical Promation - ~F' - Failéd Revefification
=71 R -Rate Strudure T - Temp. Upgrade . K - Salary Decrease N - Lump Merit
T FCTCost of Living " U~ Return*fiom Temp. © “ L P Return From Sc'ary Q Lump Promotion i
D - Demotion ‘Upgrade. © Decrease . J, - Lump Hierarchical Promation

EXH024-00321

- ECML000656357



L e INSTRUCTIONS:' LTERING
'ENR\‘N " | THE CONTENTS OF Trw'FORM,

' [\ /PRINT.THE.NEW INFORMATION. IN
‘THE UNSHADED AREA BELQW THE-~

APPROPRIATE DATA' FIELD. SEE BACK °
FOR ADDITIONAL INFORMATION. *

ENTER UP TO THREE PERSONNEL-ACTIONS- '
Person nel

3 AND THE PERSONNEL N DATE
tion Form|, o VSN 2
Ac lO FO Al Acn0Ns 7 - IRmoN e‘r(bArs K

EC36935A0010101
ECML00065635

EXH024-00322



Those sections not. defined, refer to Human Resourc

Dates must be entered in MM/DD/YY format.
Enter changes in whita section of Personnsl Action Form {PAF).

aference Guide.

For Name Chonge and other personal lnformonon, use Personal Data Form (PDF)

Card Completion information

Action Completion Card

MNumber . )
()] Initial Employment, A1, B1, C1, C2, C3, -D, -E, -F
02 Leave of Absence (LOA) With pay, Al, C1, C2, -F
03 Leave of Absence Without pay, Al, Ci, C2
04 Return from Leave of Absence, Al, Cl, C2, -F
05 Separation, Al, Ci, C2, -D
06 Promotion, Al, C2, C3, -D, -F C4

Action

Number

" Job Reclassification, Al, €2, C3, -D
* Demotion, Al, C2, -D, -E, -F, -2, C4

o7
o8
0%
10
n

12

Compiletion Card

Salaryllob Asslgnmem Chcnge/Dept Transfer, A1,C3, -D, -E, -F, C4
Company/Org Transfer, Al, C1, C2, C3

Other Dota Change (see HR Reference Guide} .

Data Correction {see HR Reference Guide)

STATUS INFORMATION {SCREEN 003}

Status
A - Active
L - Leave of Absence without pay
P - Leave of Absence with full or pornul pay
.. T - Terminated
status.

Se'pqrafion Reason

01 - Position Discontinved
02 - Loyoff
- 04 - Completion of Contract

Status Effective Date
MM/DD/YY - Effective date of the employee’s

~current employment status. The date is either

a leave begin date, separation date, or the
date the individual last returned to adive

40 - Accepted New Job {Competitor)
41 - Accepted New Job {Non- Compemor)
44 - Personal Reasons

‘ Cant. Serv/Emp Date
. MM/DD/YY - Date the employee began

conlmuous employmem

LOA Return Date !
MM/YY:-MThth/Year the employee

- is expected fo return from leqve of

.1 06 - Reorganization/Surplus 45 - Quit Without Notice absence
Bl 07 - Leave of Absance Expiration - 46 - Relocation -
21 -:Terminafion - Other 47 - Returned to School )
22 - Unsatisfactory Performance | 48 - Dissatisfied w/Working Conditions
23 - Misconduct{Yiolation of Rules’ 506 - Organization Transfer
30 - Normal Retirement ' 62 - Other Medical
31 - Early Retirement 70 - Military
80 - Death
‘Leave of Ab (LOA) R . Regular/Temporary Full-Time/Part-Time
02 - Military . " .06 #Family Obligations 11 = STD lfsurance R - Reguldr® - F - FullTime
03 - New Child Care 07 - Education 12 - ID Employee T - Temporary P - PartTime
04 - Parsonal 08 - Layoff With Pay 13 - LTD Insvrance
05 - lliness . 10 - STD Employee 14 - Layoff without pay
Type Benefit Code
<1 ‘E - Exempt ~ - Blank - Adtive'Regular Full-Time - P - Adtive Regular FullTime .
c21 N - Non-Exempt eligible for all Enron Benefits and “P* status eligible for Non- Quuhﬁed P|ons only
X - Not- eligible for any Enron Benefits T - All PartTime and Temporaries eligible for Quahfned Plans
E - Active Regular Full-Time only if requu'emen!s met.
and “I’’ status eligible for Retirement Only :
C3 " Drug Test Indicator - R
1. N - Not covered by DOT ragulunons P - Pipeline covered employee T - Motor carrier covered employee (truck driver) .
JOB ASSIGNMENT-INFORMATION (SCREEN 004) ' -
’ Rate Code _Pay Cycle - | Time Report .Dept/Emp. Time Report
P . Pay Period Amaunt S1 - Semi Monthly P - Pasitive Time Reponmg D - Department
H - Hourly W1 :"Weekl E - Exception time reporting E - Employes -

M1 r Monthly (Exputnafes)
M2 - Monthly {Special Rehrees)
Bl - Bn-Weekly

N -.No Time Report
{tiquids Commission Drivers)

-F

shift Indicator

Blank - Non Shift
CT - Cagen 12-Hour Shift -

JH - GPG lO-Hour Shift
. GE GPG Rotating 8-Hovr Shift

GO - GPG Offshare Shift
©. GT - GPG 12-Hour Shift_

LE - Liquids Rottmng ‘8.Hour Shift
IT - Liquids 12-Hour Shift

DR - Liquids Commmission Drivers

JoB

PERFORMANCE INFORMATION {SCREEN 009)

cd

"C - Cost of Living

incren: :
M - Merit
P - Promotion

R - Rate Structure

Type
Y - Developmental
S - Step Rate’

D - Demotion Upgrade

.. T -Temp. Upgrade
"+ U - Retura from Temp.

O - Other

EC3693640010 102

H - Hierarchical Promotion

K - Salary Decrease
. L - Returo from Salary
Decrease

ECML000656359

EXH024-00323



INSTRUCTIONS: WHEN QaeefRING -
THE CONTENTS OF THIS FORM,
PRINT'THE NEW INFORMATION iN
THE UNSHADED AREA BELOW THE
[ APPROPRIATE -DATA: FIELD: SEE BACK
| FOR ADDITIONAL INFORMATION.

ENTER UP TO THREE PERSONNEL ACTIONS -
AND THE PERSONNEL ACTION DATE

- {Personnel
. |Action Form

BAGK).
""’"?’f‘;‘“’%""“,’?E Sy e

1

APPROVED BY

"APPROVED 8Y

PA

EXH024-00324




Those sections not defined, refer to Human R -
Dates must be entered in MM/DDIYY format. -

“is Reference Guide.

Enter changes in white section of Personnel Action Form (PAF)

For Name Change and other personal |nformohon, use Personal Data Form (PDF}.

Cord Completion information

Job Redassification, A1, C2, C3, -D

Demotion, Al, C2, -D, -E, -F, -2, C4

Sulqry/lob Assugnmant Change/Dept. Transfer, Al, €3,-D, -, -F, C4
Company/Org Transfer, A1, C1, C2, C3

Other Data Change {see HR Reference Guide)

Action Coampletion Card Action  Completion Card
Number Number
0} Initial Employment, Al, 81, C1, C2, C3, -D, -E, -F : 07
, 02 Leave of Absence (LOA)} With pay, Al, C1, c2, -F 08
+ 03 Leave of Absence Without pay, Al, C1, C2 0%
04 Return from Leave of Absence, Al, Cl, C2, -F 10
a5 . Separaﬁon, Al,CY1, C2,-D N 1
06 Promotion, Al, C2, C3, -D, -F C4 12

STATUS INFORMATION {SCREEN 003)

Data Correction {see HR Relerence Guide)

Status

A - Active
L - Leave of Absence without pay
P - Leave of Absence with full or partiol pay
T - Terminated
status.

Separation Reason

01 - Position Discontinved
02 - Loyoff
04 - Completion of Contract

Status Effective Date

MM/DD/YY - Effective date of the employee’s
current employment status. The date is either
a leave begin date, separation date, or the
date the individual last returned to adtive

40 - Accepted New Job (Competitor)
41 - Accepted New Job {Non- Compemor)
44 - Personal Reasons

Cont. Serv/Emp. Date :
MM/DD/YY - Date the smployes began

coatinuous employment

LOA Return Date :
MMIYY-MSnthYear the ﬂmployee
is expected to return From leuve of

. 06 - Reorganization/Surplus 45 - Quit Without Notice ~ absence
a 07 - Leave of Absence Expiration 46 - Relocation
21 - Termination - Other 47 - Returned to School
. 22 . Unsatisfactory Performance 48 - Dissafisfied wWorking Conditions
23 - MisconductfYiolation of Rules 50 - Organization Transfer
30 - Normal Refirement 62 - Other Medical
31 - Early Retirement 70 - Military
: v 80 - Death
. Leave of Absénce {LOA) Recson Regulad/Temporary - !‘Tull;TiﬁléiPurf-Time
02 - Military 06 - Family Obligations 11 - STD lnsurance R - Regular F - FullTime
03 - New Child Care ‘07 - Educction 12 - LTD Employee T - Temporary P - PartTime
04 - Parsonal : 08 - Layoff, With.Pay .13 —1TD Insurance : :
. 05 - litness 10 - STD Employee 14 - Layoff withaut pay
Type Banefit Code
. E - Exempt | Blank - Activa Regular FullTime P - Adive Regular Full Time .
¢zt N - Non-Exempt eligible for all Enron Benefits and ‘P’ status eligible for Non-Quadlified Plans only
i : X -Not eligible for any Enran Benafits T - All Part-Time and Temporaries ehgm!e for Qualified Plcms
. E - Active Regular Full-Time only if requirements met.
and /L' status eligible for Retirement Only
‘;C3 - - Drug Test Indicator . . . S .. . .
-1 - N - Not coyered by DOT regulcnons P - Pipaline covered employse T - Motor carrisr covered employee (truck driver)
JOB ASSIGNMENT INFORMATION (SCREEN 004} . ‘

Rate Code

P - Pay Period Amount

H- Hourly

Pay Cycle
© 81 - Semi Momhly
- W1 - Weekl

M1 - Monthly

Time Report

P - Positive' Time Reporting
E - Exception time reporting-
{Expatriates)

M2 - Monthly {Special Retirees)

Dept/Emp. Time Report

D - Department .

E - Employes

N - Ne Time Report
(I.xqmds Commusmn D'lvars)

‘LF

Shift Indicator
8lank - Non Shift

CT - Cagen 12-Hour Shift

*B] - Bi-Weekly

TH - GPG 10-Hour Shift
GE - GPG Rotating 8-Hour Shift

GO - GPG Offshore Shift
GT - GPG 12-Hour Shift

LE - Liquicig Rotating 8-Hour Shift
T - Liquids 12-Hour Shift
DR - tiquids Commmission Drivers

jos

PERFORMANCE INFORMATION (SCREEN 009}

C4

incraase Type

M - Merit
P - Promotion

R - Rate Structure

" € - Cost of Living
O - Demotion

V - Developmental
$ - Step Rate
T - Temp. Upgrada
- U’- Return from Temp.
Upgrade

O - Other

- H - Hierarchical Promotion -
K - Solary Decrease
L - Return from Salary

' Decrease

EC36936A0010104

EXH024-00325

ECML000656361



e A
INSTRUCTIONS: WHEN{ ¢€RING
THE CONTENTS OF THIS FORM,
'PRINT THE NEW INFORMATION-IN"
THE UNSHADED AREA BELOW THE
"~ | "APPROPRIATE DATA FIELD." SEE BACK
FOR ADDITIONAL INFORMATION.
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Those sections not defined, refer to Human Resc s Reference Guide.

Dates must be entered in MM/DD/YY format. ) '

Enter changes in white section of Personnel Adtion Form .(PAF).

For Name Change and other persona( information, use Personal Data Form (PDF).
Card Completion information

-Actian  Completion Card . Action Completion Card
Numbetr - -~ -t : Number
o1 Initial Employment, A1, B1, C1, C2, C3, -D, -E, -F 07 Job Redassification, A1, C2, C3, -D
02 Leave of Absence (LOA) With pay, Ai, C1, C2 -F ) 08 © - Demotion, Al, C2, -D, E -F, -2, C4
03 .. .Leave .of Absence Without pay, Al, C1, C2 - . 09. . Salaryflob Asstgnment ChongeIDept Transfer, A1,C3, -D, -E, £ C4
04 Return from Leave of Absence, Al, C1, C2, -F 10 CompanylOrg Transfer, A1, C1, C2, C3
05 Separation, Al, Ci, C2, -D 1 Other Data Change (see HR Referance Gwde)

06 Promotion, Al, C2, C3, -D, -F C4 12 Data Correction {see HR Reference Guide)

STATUS INFQRMATION [SCREEN 003) ) . o
‘Status . ' Status Effective Date © [Cont. S:erv/Emp Date

A - Active MMIDDIYY - Effective date of the employee's MM/DD/YY Date the empioyee began
. L - Leave of Absence without pay current employment status. The date is either _continuous employmem
P - Leave of Abiance with full or partial pay a leave begin date, separation date, or the
T - Terminated . date the individual last returned to adtive
status.

S-eiizﬁfdfion Reason . :
01 - Position Discontinued 40 - Accepted New Job {Competitor) * LOA Return Date

02 - Layoff - : 41 - Accepted New Job {Non-Competitor} MMIYY-M&dth/Year the employse
04 = Completion of Contract : ©© 44'- Personal Reasons” © is expected to return from leave of
) - 06 - Reorganization/Surplus AS - Quit Without Nofice absence
‘€1 07 - Leave of Absente Expiration i 46 - Relocation “
: 21 - Termination - Other 47 - Returned to School -
i} 22 - Unsatisfactory Performance : 48 - Dissatisfied w/Working Conditions
t=.} 23 - Miscondud/Yiolation of Rules 50 - Organization Transfer
: ~ | 30- Normal Retirement 62 2 Other Medical .
31 - Early Refirement 70 - Mlh!ary
. 80 - Death’
Leave of Absence (LOA) Reason Regular/Temporary Foll-Time/Part-Jime
02 - Military Tl 06 -Family Obligations 11-- STD Insurance R - Regular F - FullTime
03 - New Child Care 07 - Education 12 - LTD Employee T - Temporary . . P - PartTime
" 04 - Personal - 08 - Layoff With Pay ™ - 13 - LTD Insurance o )
05 - lllness 10 - STD Employee 14 - Layoff witheut pay
Type Benefit Code
: E . Exempt Blank - Active Regular Full-Time . P - Active Regular Full-Time
c2! N - Non-Exempt eligible for oll Enron Benefits and “'P"’ statys eligible for Non-Qualifisd Plans only
- . X - Not eligible-for any Enron Benefits : T - All PartTime and Temporaries ehg:ble for ‘Qualified Plans.
. E.- Active Regular Full-Time o only if reqmrements met. L

and *‘L'’ status eligible for Retirement Only -

Drug Test Indicator

C3 .. N - Not covered by DOT ragulahons : - P- Pip_el.ine covered employee ) T - Motor carrier covered employsa (truck driver] -
JO8 ASSIGNMENT INFORMATION {SCREEN-004) - Cs . . ) . e .
Rate Code Pay Cycle Time Report Dept/Emp. Time Report
P - Pay Period Amount S1 - Semi Monthly P - Positive Time Reporting D. : Department
H - Hourly W1 - Weekl E - Exception time reperting E - Employee
M1 - Monthly {Expatriates) : N - No Time Report
M2 - Monihly {Special Retirges) {Liguids Cammission Drivers)
Bl - Bi-Weekly
= | Shift Indicator ) - » ) ‘ _
.| Blank - Non Shift TH - GPG 10-Hour Shift GO - GPG Offshore Shift LE - Liquids Rotating 8-Hour Shift

CT - Cogen 12-Hour Shift GE - GPG Rotating 8-Hour Shift - GT - GPG 12-Hour Shift ¥ - Liquids 12-Hour Shift
S T o s : DR - Liquids Commmission Drivers

JOB PERFORMANCE INFORMATION (SCREEN 009)

Increase Type ’ i . . ) 5036936400 10 106

M - Merit . Y - Developmentat . . O - Other
c4| P - Promotion " - S - Step Rate” ' - * H - Hierarchicd! Promotion
o R - Rate Structure T - Temp. Upgrade - K - Salary Decrease
1 C - Cost of Living ] - U - Return from Temp. L - Return from Salary’
D - Demotion . . Upgrade o ) Decrease -
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